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together for Friday, 8 May 1959, in our own
area. He expectyAll Hands to be present. It
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workload accordingly,
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Outline for Discussion for| IExecutive Officer, OTR

1. Records Control Schedule
a. Application--32h4 cu. ft.; 99 cu. £t. (1958)
2. Use of SubJect-Numeric Filing System

a. PFurther application at Headquarters

b. Request for installation Public-Public Works Branch.

3. Vital Records

. No materials on deposit at

g/oéfz/fm // ///éef R F-RE 25
/3

k., Shelf Filing Systems
a. Advantages - Space- Equipment- Weight
b. Availability of Funds for purchase for Fiscal Year.
5. Forms Management
a. Identification of unofficial forms.
b. Identification of reasons for forms- Why?
6. Use of Correspondence and Reports Management Techniques
T. Audit Records Control Schedule periodically. |
a. Review of September 1958 indicates some inactivity.
b. Area Records Officer should establish system for follow-up.
c. Area Records Officer consult with Chief, Records Center, regularly.

8. Area Records Officer should request advice and assistance regularly.
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Outline for Discussion fox Executive Officer, OTR

Records Control Schedule

. Application--32h cus $bei U9 cu. £H. (1958)

Uge of Subject-Mumeric Filing System

a. Further application at Headquarters

b, Request for installation| | Public-Public Worke Branch.

Vital Records

2. Ho mberials on deposit at

Shelf Filing Systems

2. Advantages ~ Space~ Equipment.- Weight

be Availability of Funds for purchase for Fiscal Year.

Forms Management »

8. Identification of unofficial forms.

b. ZIXdentification of reasons for forms- Why?

Use of Correspondence and Reporbks Mansgement Technigues

“Audit Records Control Schedule periodically. |

%« ZHeview of September 1958 indicates some inactivity.

b. Ares Records Officer should emtoblish system for follow-up.

©s Ares Records Officer consult with Chief, Records Center, regularly.
drea, Records Officer should request sdvice and assistance regularly.
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